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Oukline for Briefing on Becords Menagement FProgram

1.

2.
3-

b

B

6.

7.

Papervork commissions in U. 8. Government - 1887.1932,
is Mepagement in the period 1§30-1940.

First Hoover Commission

a. Organization for Gowernment-wide direction.

b. Proposed legislation

¢ Content of Program.

4. Reaponsibility for Program.

Iegislation

a. Pablic law T5h

b. Regulations lssued by GSA.

Some results from lLeglslation:

- Wtafm&smm

L of Tralning Programs

s, Further improvement in Feperwork Menagement
b. Govermment-uide Correspontence Mexmal

&. GBA Vorkshops

Covernment Ileadershly and Its Effect on Industxy
&. Leahy

b. Detlman - Ford MHotor Co.

c. Britt - Ford Motor Co.

4. Shiff - Hatiocoal Broords Jonsgement Council

b,
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8. Industry Progress
#. Hotional Becords Hansgement Council Reveapeh
b. Chrysler Corporation Program
¢+ American Telspheme and Telsgraph Company
4. Unlon Carbide Corporation
a. ImPont
II. Heed for Records Manegement Techusiques
1. Vabwmn of records crested-- 200,000 pieces of yaper per year.
#‘ Voluam of records collected per year.
3. High cost of Befe Flling Equipment.
4. Legal requirements - opimicn of Agency Gemersl Counsel

a. Staff responsibility
B. Stendards and Gulde lines

¢. Traixing
4. Zuditing- Monitorivg

¢. Punctiorel Aligmment - formm; reports and ;
mmm&mm;wfmwmwm

2. Decentralized Organizstion

a. DBfr ; component program; co-oprdinated by Speclel Assistant
to DB/I.

b. BD/P « Division end Staff programs; co-ordinated by CSRMO.

« IB/8 - compopent programs; co-ordinated by Chief, Records
Monagem nt Staff.
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3. mm and Guides
&s Curvent regalation
b. Published Handbooks - Subject-Wumsric Piling System;

1. Becords Vansgement Institcte - imerican University, Fatlonal

2, Beoords Preservation and Archives Progran -~ American Univeraity,
Fational Archives; armumlly.

3. lecords Hunagement Certificate Program - American University.
L. Om-the-job training - Special arrangements with components.

Administratin of Program

1. Swrveys and sudits.

2. Special Projects.

3. Conbimuing requirements - Forme Management.
k. Operation of Becords Center

5. Opevation of Vital Records Progrum.
6. Meetings with Area Recards Officers.
7. Particigation in 08) Swurveys.

1. Veekly Raports.

2. Btaff Meetings.

3. Azomel Reports.

k. Special Situation Reports.
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